                                                                                                                                             [image: image1.png]






Career Profile:

To obtain a responsible position in a company where my experience, accomplishments and proficiency will allow me the opportunity for growth.

Work Experiences:
Lobo Management Services FZE-LLC

Recruitment Consultant

October 01, 2012 till present

Duties and Responsibilities:
· Manage recruitment operations for Middle and Senior management roles for UAE, GCC, Africa, Levant and European markets.

· Extensive recruitment experience across all disciplines (including, but not limited to): Finance, FMCG, Retail, Engineering, Shipping, Consumer electronics, Software.

· Effective drill down using recruitment tools to identify right-fit candidates for job roles. 

· Advise and prepare shortlisted candidates for their interviews with prospective employers. 

· Review and analyze industry specific recruitment trends and conduct market research to identify potential clients and open the gates for business development. 

· Formulating and placing adverts in relevant market journals, publications, job boards and local press.

· Actively acquire new accounts, refurbish the old accounts and maintaining existing accounts. 

Collabera Solutions Ltd. Philippines
Senior Technical Recruiter


February 01, 2012 to July 18, 2012

Zuellig Pharma Asia Pacific Ltd. Phils, ROHQ Philippines
Technical Recruiter


June 27, 2011 to January 30, 2012
Information Professionals, Inc. Philippines
Sr. IT Recruitment Specialist / Team Lead


September 15 2009 to April 25, 2011
Accenture Manila Delivery Center, Philippines
Core Recruiter


June 2005 to April 13, 2007

Information Professionals, Inc. Philippines
Sr. IT Recruitment Specialist


June 2003 to March 2005

Duties and Responsibilities:

Demand Management
· Responsible for understanding the demand (based on personnel requisition form) by discussing with the Account  Lead
· Discuss with the Account Lead the potential challenges in sourcing and processing of candidates and recommends ways of addressing the demands

· Logs demands in the Recruiters Workbench

Client and Team Management
· Oversees and closely monitors the status of recruiting for the specific project/s handled.
· Ensures that there is sufficient supply of candidates by closely coordinating with the Sourcing Leads.

· Implements sourcing and processing strategies as discussed/agreed between the Account Lead and the Project Partner/Project Manager.

· Attends weekly recruiting status meetings with the Account Lead and the Project Partner/project Manager.

· Provides weekly status report to Account Lead and Recruiting Manager: recruiting status (demand vs actual)

· Consults the Account Lead and Recruiting Manager, as needed – to discuss potential challenges, recommendations to address challenges.

Candidate Management



· Pre-qualifies candidates thru initial screening of CV’s.

· Conducts Screening Interviews of short-listed candidates, as needed. Focuses on team lead and above candidates.

· When needed, coordinates/consults with legal counsel re employment related issues pertaining to the candidates handled.

· Conducts job offers to experienced hires (team lead and above). This includes soft selling – i.e., the cash & non-cash benefits of joining the company.
· Handled different positions in IT such as .NET, JAVA, Infrastructure, SAP, Oracle DBA, SQL DBA, QA, BA, and support positions (Sales, HR & Admin and Finance).


Sherwood Hills Golf Club Philippines




Guest Relation Assistant
March 2002 to April 2003

Duties and Responsibilities:
· Welcomes members and guests.

· Attends queries and clarifications raised by club members and guests.

· Accepts tee-off reservation/bookings from members.

· Issue control tickets to the members and guests.

· Received calls and answers inquiries.

· Filed the original copy of the document.

· Encodes memos/reports.

· Encodes sales slips and official receipts to print-of-selling system (POS) on a daily basis.

· Prepares daily cash collection reports and remits to the cashier.

ZPI Philippines Inc. Philippines
Document and Data Controller

June 2000 to February 2002

Duties and Responsibilities:
· Controls incoming and outgoing document.

· Generates master list of documents.

· Routes memos / reports to concerned department / section.

· Coordinates with other department / section regarding their document / procedure.
· Controls data, backup tape storage.

· Conduct training: Adobe Acrobat and System Monitoring

· Stored and maintained records of other related documents. 

Integrated Data Services Philippines
Receptionist

June 1998 to June 2000
Computer Skills:
Turbo C, Fox Pro, Data Base, MS Office Application, Word Perfect 2.3, Visual Basic 4, Adobe Acrobat 4, Client Access ( AS400 )

Training:

ISO 9001:2000 QMS Requirements


ZPI Conference Room, Lot 15 Blk 20, Ph IV


PEZA Rosario, Cavite


February 17, 2001

Internal Audit


ZPI Philippines Inc.


PEZA Rosario Cavite


January 5, 2002

Education:

May 1998 AMA Computer Learning Center

Gen. Trias Drive Rosario, Cavite


Computer Systems Design in Programming

Personal Information:
Born on April 09, 1978 in Cavite, Philippines. Can speak fluent in English. Computer literate in MS Office. Interest includes meeting people, listening to music, reading and sports like tennis and swimming. Industrious, responsible and goal-minded.
Reference(s):
Furnished upon request
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